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LAST CHANCE TO TAKE ADVANTAGE OF THESE MARCH TRAINING CLASSES

Below is an update of the available training classes at the AICPA. All classes are held in the New Jersey
office unless otherwise noted. To register, please e-mail your request to the “Human Resources” e-mail box.
Please include yourfour-digit employee ID# (very important). You will receive a pink-colored confirmation,
which will provide class location information. Course descriptions can be found in the August 1998-July 1999
Staff Training Catalog and on VIC.
INDIVIDUAL DEVELOPMENT:
Class Name

The Basic Principles of a Collaborative Workplace
Problem Solving/Decision Making
(4 spots left)
WorkPower (Career Management) (1 spot) *
Coaching: Bringing Out the Best

Date

Time

3/16/99
3/22-24

9-1
9-5
In NY office
9-5
9-1

3/25/99
3/30/99

* = WorkPower is designed to help individuals design their career strategies for the future. Participants learn to: Focus
on the changing world of work; Build an accurate self assessment; Determine a precise picture of their reputation; Link
career goals to the goals of the AICPA; Increase their value to the organization while sharpening their own skills and
competencies; Achieve their goals.

LEADERSHIP/MANAGEMENT DEVELOPMENT:
Date
Class Name

System to Accept Responsibility (STAR) STAR is
required for all staff with supervisory responsibilities.

HUMAN RESOURCE DEVELOPMENT:
Class Name

Avoiding Sexual Harassment for Managers. This
course is required for all staff with supervisory
responsibilities.

Time

3/19/99

9-5

Date

Time

3/9/99

1-5

BE IN THE KNOW—READ FASTFACT EVERY WEEK!

NEW TIPS FOR SOFTWARE APPLICATIONS

Now included on the AICPA cc:mail Bulletin Board is a selection called
“Frequently Asked Questions” (FAQ). This bulletin board provides Team
members with the opportunity to share tips, techniques and shortcuts with
fellow teammates regarding all types of software applications.
The procedures for placing messages onto the FAQ Bulletin Board are as follows:
♦ Access cc:mail.
♦ Prepare new message
♦ Click Address Box and select “Bulletin Board”
♦ Under Bulletin Board choose “Frequently Asked Questions”
♦ Type your tip and send

Should you require further assistance on this topic or other computer-related issues, please ask your Team’s
Tech Rep. Tech Reps also are listed under FAQ cc:mail Bulletin Board under “Tech Rep Listing”.
NEW POSTINGS ON THE “FACILITIES—NJ” BULLETIN BOARD

The following new items have been place on the “Facilities-NJ” cc:mail Bulletin Board:
■

Harborside Requisition (for ordering forms and stationery): This item includes a

downloadable Word document to expedite the ordering of in-house forms and
stationery. To use, print the order form in Word and send it to "Facilities
Management" by interoffice mail. Your order will be filled within 24 hours.

Hudson-Bergen Light Rail Transit System: This item details

the forthcoming Hudson-Bergen Light Rail Transit System
(HBLRTS) which is expected to be operational March 1, 2000.

Check them out today!

TAKE OUR DAUGHTERS TO WORK DAY 1999—RSVP UPDATE
Those Team members who sent in RSVPs for their guests for Take Our
Daughters To Work Day 1999 should have by now received a confirmation of
receipt via cc:mail. If you have sent in an RSVP but have not yet received a
confirmation, please contact Lisa Hudson at x3 83 0 or Ela Work at x4260.

FEBRUARY WORK REPORT REMINDER

February Monthly Work Reports are due to Financial Analysis &
Budget (Team #041) no later than Wednesday, March 3,1999.

TIPS FOR PERFORMANCE MANAGEMENT-COMMITMENT TO QUALITY

Below is the second in a series of articles to appear in FastFact that provides tips for performance
management on the AICPA Competencies.

Coupled with Accountabilities & Objectives, Cross-Functional Team participation, and the Training and
Development Plan, each AICPA team member is evaluated on all seven AICPA Business Competencies.
COMPETENCIES are defined as a collection of skills, knowledge and personal attributes that affect how
people do what they do.
When evaluating the AICPA Business Competencies, comments regarding performance should provide
detailed descriptions of how the employee demonstrated the competency in relation to his or her job. The
description may show that the employee has a good understanding of the competency— or it may show that
development is needed.
The following performance characteristics offer some guidelines as to how an individual may have
demonstrated the COMMITMENT TO QUALITY competency. These examples relate to different levels of
jobs and are for illustrative purposes only.
COMMITMENT TO QUALITY can be described as: Sets high standards for acceptable performance

and holds self and others accountable for achievement; consistently willing to expend the effort necessary to
achieve superior performance; monitors work quality to ensure products and services meet standards; and
strives for continuous improvement.
Examples of having an understanding of the Commitment to Quality Competency:

•
•
•
•
•
•

Sets priorities; balances customer needs with quality standards.
Offers suggestions on quality standards.
Holds self accountable for continuous improvement of all processes, products and services.
Organizes meetings with other professionals or business groups to promote sharing of best practices;
initiates benchmarking studies.
Uses available technology to monitor adherence to quality standards.
Holds self and others accountable for accuracy and completeness of work.

Examples of needing development or understanding of the Commitment to Quality Competency:

•
•
•
•
•
•

Places emphasis on task completion rather than quality.
Accepts quality standards established by others.
Maintains status quo.
Seldom goes outside the Institute to learn about work process improvement.
Does not take advantage of technology as a means of monitoring quality.
Rationalizes or places blame on others when work isn’t accurate or complete.
Coming in a future issue of FastFact:
Performance management for CUSTOMER SERVICE ORIENTATION
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I can’t believe I forgot
to read this week’s
FASTFACT!
DID YOU MISS IT?

Following summarizes some of the important FastFact articles you
may have missed during the month of February. All back issues of
FastFact are available on VIC—HR’s Virtual Information Center on
the AICPA Intranet. A few copies of the February issues also are
available from Lisa Hudson in HR.

DATE APPEARED

SUBJECT

1998 W-2 Annual Wage and Tax Statements (Available from Payroll)

2/2/99—Edition 98

The More Things Change... The More We Need To Know About Them in
HR and Payroll! (What forms are required for change of life events)

2/2/99—Edition 98

We’re Looking For a Few Good Graders and Clericals (Details of the
temporary help needed for the May 1999 Grading Session)

2/9/99—Edition 99
& 2/23/99—Edition 101

Tips for Performance Management—Business Mindedness (Tips for
evaluating the AICPA Competencies)

2/16/99—Edition 100

Gearing Up For Take Our Daughters To Work Day 1999 (RSVP your
guest—Please note: RSVP deadline has now passed. Please contact Lisa
Hudson, x3830 for further information)

2/16/99—Edition 100
& 2/23/99—Edition 101

OOPS! Temporary Change to Exempt Time Sheets

2/23/99—Edition 101

Ergonomic Seminars To Be Offered

2/23/99—Edition 101

Brown Bag Lunches Continue (DC office, 3/5/99)

2/23/99—Edition 101

What’s on the Menu Today? (cc:mail Bulletin Board details Harborside
Luncheon Club weekly menus)

2/23/99—Edition 101
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